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MARION SOIL & WATER CONSERVATION DISTRICT

Administrative Assistant/Bookkeeper Job Announcement

(Non-Exempt)

Announcement Number:  062306

Opening Date:  9:00 AM, Friday, June 23, 2006 

Classification Number: AB1001

Closing Date:   3:00 PM, Wednesday, July 12, 2006 

Starting Salary: $_____/mo. plus benefits
Starting Date:   Between August 1 to 7, 2006 

General Summary

The Marion Soil and Water Conservation District (SWCD) at 3867 Wolverine St. NE #16, Salem, Oregon has an immediate need for an Administrative Assistant/Bookkeeper that has experience with QuickBooks Pro, and who is competent in performing general bookkeeping functions including payroll. The person in this position will also provide administrative support and assistance to the District’s Board of Directors and staff, Natural Resources Conservation Service Staff, and Watershed Council Members; and will be responsible for general office and clerical duties including routine computer work, mailing correspondence, filing, taking meeting minutes, and answering the telephone. It is expected that all duties of this position will be performed in a timely, courteous, and professional manner and that the person in this position will strive to always give a good “first impression” to individuals on the telephone or who walk into the office. 

This is a 40-hour per week non-exempt position.  Work days and work hours will normally be Monday through Friday, 8:00am to 5:00pm (one hour for lunch) but these days and hours may vary depending on the requirement to attend night and early morning meetings.

The Marion Soil and Water Conservation District is a non-profit, governmental agency that operates as a special district of Oregon.  The District is run by a board of locally-elected directors, and receives funding primarily through a permanent tax rate.  The District staff provides information, technical assistance and education to property owners regarding soil and water issues on their land and helps to promote the proper and responsible use of natural resources in Marion County. Marion SWCD has no regulatory authority but is simply a source of advice and consultation for the public. 

Supervision Received

The Business Manager will supervise the Administrative Assistant/Bookkeeper. Guidance from the District Board or District staff will occur on specific projects that individuals are working on or interested in. Most work is accomplished independently with guidance available from the other staff, if needed. The position acts on behalf of the Business Manager and the District Board of Directors, within the authority delegated by the Board and this description, and is governed by the policies of the District’s Personnel Policy Manual. The Business Manager conducts the performance evaluation for this position.  

Supervision Exercised

None

Civil Rights

This position will perform in accordance with all applicable state and federal laws for equal employment and other requirements of civil rights statues.  

Essential Functions of the Job 

Office Administration
· Serves as receptionist for Marion SWCD and facility partners.  Greets the public and partners, in person and on the phone, in a professional, courteous, and helpful manner.  Answers the phone and directs phone calls to the appropriate office staff.

· Records and transcribes meeting minutes of board meetings, budget committee meetings, Local Advisory Committee Meetings, monthly board committee meetings, and other meetings as assigned. Some meetings occur at night and after normal working hours therefore the person in this position must be available certain evenings to attend such meetings. Minutes must be drafted, reviewed for accuracy, and submitted for approval according to District standards and policy 

· Assists Marion SWCD personnel in developing and organizing material for the board meetings.  This will include developing meeting agendas and filling and organizing the board binders for the board meetings.

· Compiles monthly mailings for board meetings, committee meetings, watershed council meetings, and others as assigned.

· Provides support to staff as needed. 
· Receives and routes mail and other information to board and staff.
· Inventories and maintains office supplies and equipment.
· Maintains District and NRCS files in accordance with established guidelines
· Represents the district at special meetings as directed by the board. 
· Keeps the front reception area clean, organized, and welcoming.
· Assists with updating the Annual Work Plan and Business Plan; coordinate tracking of Annual Work Plan tasks.

Accounting and Recordkeeping
Will provide backup to the Business Manager by performing the following bookkeeping duties:

· Prepares payroll, pays bills, makes bank deposits, submits quarterly tax and financial reports
      and reconciles bank statements.
· Maintains computer accounting program.
· Assists in preparing information for annual financial audit.
· Assists in filing appropriate notices and paperwork regarding yearly budget with proper entities.
· Maintains timesheets and expense reports.
· Submits monthly financial activity reports to the board. 
Provides Natural Resource Information

· Provides information and referrals to the public regarding conservation programs and services.

· Schedules meetings, staff appointments, and events.

· May provide resources information (soils, topographic and floodplain maps, etc.) 


Natural Resource Conservation Projects
· Completes mailings for workshops or other functions done through regular mail or bulk mail.  May assist Marion SWCD personnel in developing the articles to be mailed.

· Assists staff in programs as assigned such as workshops, Poster Contest, Envirothon, fairs,

      conferences, field tours and other events. This will include office work and time at the event.

·  Coordinates volunteer assistance.
·  Takes photographs and maintains photo library.
·  Helps coordinate the Annual Meeting, which includes a silent auction and an awards program.
      This will include securing a location, caterer, sending invitations, soliciting donations to auction, 

      helping at the event, etc., as assigned

Other Duties and Responsibilities

· Attend, and occasionally facilitate, monthly staff meetings.

· Provides a monthly report of work activities to the District Board.

· Performs other duties as assigned.  
Qualifications

· High School Diploma or G.E.D., and an Associates Degree in Accounting or a two-year degree in an area related to secretarial or office administration is required. A minimum of 3 years experience performing general accounting functions using QuickBooks Pro and previous administrative or front office experience may substitute for a two year degree.

· Good communication skills, writing skills, and interpersonal skills.  Must have knowledge of English composition, grammar, spelling, punctuation, and editing.

· Ability to understand and follow oral and written instructions and policies.  Must be able to work independently, prioritize and organize to work on multiple tasks, and meet deadlines.

· Ability to perform routine office practices and to follow procedures.  
· Ability to communicate effectively with other employees and the public using tact, courtesy and good judgment.  

· The ability to use a personal computer for information entry, retrieval and correspondence is required. Must be proficient with QuickBooks Pro, Microsoft Excel, Word, and Outlook; working knowledge of Microsoft Access and PowerPoint is helpful.

Job Conditions

· Must be able to satisfactorily pass a background check which includes criminal and consumer history (credit) information. 
· This position works primarily in the office with occasional visits to projects sites or in the field.  

· The office work may include working at a desk, using a computer, or standing at a table.

· Visits to the field may include being on farms including dairies; rivers, streams and ponds; properties with dense vegetation or woodlands; and other areas with steep, slippery, muddy rocky or other hazardous terrain.  Appropriate attire shall be worn for these occasions.  

· This position requires travel to conferences, workshops, training sessions, plus daytime and evening meetings outside the office.  Travel for training may be outside the normal workday and may be as long as one week.  

· To perform the duties of this position, the Administrative Assistant/ Bookkeeper must serve as incidental motor vehicle operator during daylight hours and after dark.  In order to carry out these assigned duties, a valid Oregon driver’s license and vehicle with appropriate insurance is required.  Although the District has some vehicles, occasional use of the employee’s own vehicle may be necessary (available reimbursement is based on mileage).

· The Administrative Assistant/ Bookkeeper shall perform all duties in a prudent and sensible manner, following established protocols that ensure safety. 
Benefits

In addition to paid legal holidays, workers compensation, and unemployment insurance, the Marion SWCD will provide annual leave, sick leave, one personal day of leave, health insurance, life insurance, and a retirement plan that is not associated with Oregon PERS (Public Employees Retirement System).

The Marion Soil and Water Conservation District is an equal employment opportunity employer.  We adhere to a policy of making employment decisions without regard to race, color, religion, sex, sexual orientation, political beliefs, national origin, citizenship, age, disability, or any other status protected by law.

TO APPLY, SUBMIT THE FOLLOWING:
1) PD-100 State of Oregon Employment Application

This form is included with this packet or on online at: www.open.org/mariswcd   

PLEASE NOTE: 
· This position will serve as an employee with the Marion Soil and Water Conservation District, NOT with the State of Oregon.

· The PD-100 form is utilized for ease of application.

· You are not required to fill in the Social Security Number, Driver’s License Number/state of issue, and Geographic Availability sections on page one of the PD-100.  

· Complete all other parts of the application, sign, and date the form.  

2) A current resume that clearly describes your experience, skills, and achievements related to the requirements of the position

3) A reference list with a minimum of three former/current employers (from volunteer or paid positions) is required.  Academic references may be substituted for employers, if applicable.  References will be checked prior to the time of hire to verify information contained in your application materials.

4) Attach a written response to the following three questions.  Please number (and letter) your answers to agree with the question and limit the answering of any one question to two pages.

QUESTIONS:

1. Describe your computer and software proficiency in using QuickBooks Pro, Microsoft Word, Excel, Power Point, Outlook, and Access as well as publishing and graphics software such as Publisher, PageMaker; and others you think may be useful. Caution: Saying “I have used _____ program” is not acceptable. Identify the functions you have used and the types of products generated that exhibit your proficiency level for each program.

2. Discuss the particular values, ethics, and personal characteristics you bring to the work duties listed below under “Essential Functions of the Job” that would increase the likelihood of your being a successful Administrative Assistant/Bookkeeper for the District.
3. In your career, where do you see yourself in 3 to 5 years and how does working for a Soil and Water Conservation District fit into your plans?
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Notice of your application results will be sent by mail.  Interviews will be scheduled for the third week in July 2006 and you will be contacted by phone if you are selected for an interview.  This position has an anticipated start date of August 1st to the 7th, 2006.   

If you are offered employment, the offer will be contingent upon the outcome of a criminal background check, driving records check, and/or a consumer credit report.  Any history of criminal activity will be reviewed and will result in the withdrawal of the offer or termination of employment.

MAIL OR DELIVER YOUR COMPLETED APPLICATION MATERIALS TO:

Marion SWCD

Attn: Jane Keppinger

3867 Wolverine St NE #16

Salem, Oregon 97305

For questions related to this position, call Jane Keppinger at (503) 399-5741 Ext. 124 or e-mail jane.keppinger@or.nacdnet.net

ALL ORIGINAL APPLICATION MATERIALS 

ARE DUE IN THE MARION SWCD OFFICE 

BY 3:00 PM ON July 12, 2006

Faxed or e-mailed applications will not be accepted and incomplete applications will not be considered.
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